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SITE COORDINATOR MANUAL 1
STEPS TO A SUCCESSFUL                   COLLEGE APPLICATION CAMPAIGN
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1. ENLIST A TEAM TO PLAN AND EXECUTE YOUR CAMPAIGN

Establishing the expectation that ALL seniors will complete at least one application for postsecondary education is a BIG goal.  You will need the help of administrators, faculty, staff, students, families, and the community to make this culture shift.  Think about including students in the planning and marketing of your event days.

Your IT personnel will be critical to your success.  Make sure they are aware of your dates.  They will need to run a test the week prior to your event and retain the links and website access through your follow-up day. (See number 10.)

Pilot programs told us that each group’s support helps the program succeed.  Individual student E-CAP’s should help guide their choices in both occupation and postsecondary education.


2. CHOOSE YOUR SITE COORDINATOR

This important individual will plan with the team, communicate with all involved communities as preparation for the school event progresses, enlist help from all school personnel, schedule the postsecondary institutional staff members who serve as resources during the event, ensure that the technology needed is prepared and ready for the event day(s), communicate with the Arizona Commission for Postsecondary Education, let the school community know of the outcomes of the program, and lead the celebration. 


3. SET YOUR EVENT DATES AROUND STUDENT SCHEDULES, ROOMS, AND COMPUTERS

Reserve your computer labs for your event.  Allow 1 ½ hours for each student to complete at least one application.  Work with technology support staff to ensure that internet firewalls or other access restrictions will not prevent students from accessing a variety of admissions applications the day(s) of the event. Develop a schedule for the event that ensures that all seniors who have not yet completed an application have time to do so.

Setting a follow-up day for absent students, or for students who need to finish worked well for site coordinators.


4. SIGN UP TO BE AN ARIZONA COLLEGE APPLICATION CAMPAIGN (AZCAC) SITE WITH THE ARIZONA COMMISSION FOR POSTSECONDARY EDUCATION

The application is on the AzCAC web site.  Return the AzCAC application by mail to Judi Sloan, 2020 N. Central Avenue, Suite 650, Phoenix Arizona 85004 or via email jsloan@azhighered.gov.


5. PARTICIPATE IN SITE COORDINATOR TRAINING

Attending the Site Coordinator training sessions can help you to plan and execute your event. The sessions will also give you a chance to ask questions and seek advice from some of the more experienced Site Coordinators.


6. PREP YOUR SENIORS FOR A SUCCESSFUL APPLICATION

The time spent in preparing your students is what makes them successful in applying to a college. Have students use the College Pre-Application Data Collection Sheet (http://azhighered.gov/azcac/eventresources.html) to gather the information they will need to complete their college application. Enlist teachers and staff to help you get the students prepared for the event day. English faculty might help with personal statements, etc. Over time a series of activities can be developed for underclassmen that build toward their senior year applications. This will help them be prepared and also underscore that November is the time to apply.

Remind students to prepare early for their admission essay(s)/personal statements. Also, remind them that information about their addresses and parents will be used to determine tuition and residency and will only be reported to the college(s) where they apply.


7. BUILD ENERGY AND EXCITEMENT AROUND YOUR EVENT (SEE MANUAL 2)

The Arizona Commission for Postsecondary Education will provide each high school with a banner measuring 8 by 3 feet; door size posters (11x 8 1/2 inch) saying “Ask me how.  I graduated from”, and neon green wrist bands stating “I applied”.  Photos of these materials are on the website.

It’s your leadership which will create a “buzz” around the Campaign and begin to change the culture to assume that EVERY student will submit an application for a postsecondary education opportunity.  Site Coordinators report that they used emails, sent letters home to families, made school announcements, recruited businesses on Main Street to display posters, promoted the event through social media and the school newsletter.  

Site coordinators found that teacher buy-in was critical.  Teachers helped with personal essay assignments leading up to the event, did class projects around choices of college, careers, and income; talked  about their college choices, and made assignments to complete the student checklist.  Others volunteered to help in the computer labs on the day(s) of the event.  


8. RECRUIT RESOURCE PERSONNEL AND VOLUNTEERS TO FILL THE GAP

Arizona’s public universities, community colleges, and private universities & colleges are partnering with the Commission for the Arizona College Application Campaign.  They are viewing the calendar and planning their November schedules.  Please call the admissions/outreach staff you know to help with your event.  Other volunteers can be helpful.  Think about using local volunteer groups such as:

· retired high school teachers and counselors, 
· community organizations, 
· college access programs e.g. Be a Leader, JAG, etc.,
· Board of Education current and former members, and 
· recent high school graduates as possibilities.   

College access program or resource centers who work in your school or community often have individuals who have experience helping students complete applications and are eager to come to your school to help with the event.

Once you have recruited volunteers to assist with your event be sure and refer them to the volunteer portion of the AzCAC website for any trainings and information they may need.  Additionally, be sure to inform any volunteers of procedures at your school that they will need to follow in order to be allowed access onto the campus.


9.  DATA, DATA, DATA!!!  THE GOAL IS 100% OF SENIORS SUBMIT THE EXIT SURVEY

In order to know if your efforts matter, during the application session each student must complete a 10-minute survey at the end of their session.  From this survey you will know how many and what applications each student has filed both before and during the AzCAC event.  You will also know if the applications are completed, if transcripts and application fee payment is pending.  It also summarizes the percentage of your students going to public universities, community colleges, out of state schools.  This is data you want to share with your administration.

If your school has a college-going tracking system such as Naviance or Greenlight, you will be provided with a shorter version of the Exit Survey for your students.  However, we request that you provide to the Commission the following data to complete our summary for the event.

Data requested:

___________  Number of seniors in this class
___________  Number of seniors completing applications prior to the  AzCAC event.
___________  Number of seniors completing applications during the  AzCAC event
___________  Number of seniors completing FIRST applications during the  AzCAC event
___________  Number of applications filed by all seniors prior to AzCAC event
___________  Number of applications filed by all seniors during the AzCAC event

· Plan for an incentive to complete the Student Exit Survey.  We will supply wrist bands, but more is better. Your data will only be as good as what the students deliver and they get in a hurry at the end of a session.  Last year some site coordinators received this feedback from only 58% of their seniors, 42% of outcomes was unknown because the survey was not completed.

· If you are unable to give seniors a full 1 ½ hour time period at one sitting you should have them take the survey only after the final time at the computer; this will allow an application to be completed and the data will be reflective of the student’s application filing.  

· A pilot test of the survey will be performed the week before the event to ensure that the survey will work on your website.  The ACPE will send you the link to the 2014 Exit Survey.

· Pre-loading the Student Exit Survey, the three public universities’ applications, and any other applications which will be used frequently will help your event succeed.
  

10.   IT SUPPORT IS CRITICAL TO SUCCESS 

Add links on your website of common college and university applications just prior to your event and be sure to test the links ahead of time to ensure they work.  

Also, you will need to have the student Exit Survey pre-loaded onto the computers or on the website ahead of the event.  The student survey is administered through SurveyMonkey so you will need to ensure that students will be able to access the SurveyMonkey website (www.surveymonkey.com) during the scheduled days of the event.  If your school uses software that blocks certain sites you may need to have your IT staff temporarily unblock this site for the duration of your event.

It is recommended that you test the survey by completing it online a few days prior to the event.  Doing so will familiarize yourself with the survey process, and ensure that your school’s technology requirements have been satisfied.

The survey has been designed to transmit data via an encryption system that secures the connection between your school’s computers and our server.  Your access to analyzed student data following the event will also be safeguarded through a password protected login system, instructions on which will be forth coming.

Ensure printers are functioning on the day of the event incase students need to print application material.


11.   DAY BEFORE THE EVENT

· Make sure in-state applications and the AzCAC Exit Survey are loaded and accessible at each computer station. Check links and send a test Survey transmission to the ACPE to verify transmission.

· Prepare a list of the steps students need to take on the event day.  Print copies for the event.

· Run copies of unofficial transcripts for students and have them available for every student applying.

· Run copies of class rosters for each class attending so attendance can be confirmed in the computer lab sessions.

· Make sure ACT and SAT test scores are available for students for the event applications.

· Confirm resource and volunteer personnel attendance 

· Pre-sign Arizona Public University Application Fee Waivers

· Ensure your event supplies are ready

· Remind teachers, counselors and administrators of the day’s schedule and planned activities. Ask them to wear college clothing on event day.


12.  DAY OF THE EVENT

1. Make sure all staff, students, college personnel, and volunteers have copies of the steps students need to take today to be successful.

2. Use the class rosters to take attendance and plan for make-up event.

3. Make sure each student leaves 10 minutes at the end of the session for Exit Survey completion.

4. Set a goal of 100% of students completing an application AND an Exit Survey.

5. Welcome your resource and volunteer personnel and make assignments.

6. Have your IT person available for emergencies.

7. Check with ACPE 602-258-2435 mid-morning to make sure the Exit Survey data was being transmitted and received.

8. Provide unofficial transcripts and have ACT and SAT scores available for students.

9. Have in–state institutional application websites preloaded.

10. Have pre-signed public university application fee waiver forms available.

11. Confirm Exit Survey was submitted prior to any giveaways being presented.

12. Make a list of students who need transcripts sent and submit to records management personnel after the event.


13.   EVENT FOLLOW-UP

· Give list of transcripts needed to records management personnel.

· Contact students absent from event and begin to plan the make-up day.

· Stage a make-up day for those absent or those who did not complete an application.

· Gather information as to how many students participated and how many applications were completed for your on-going baseline data.

· When your data comes in from the Commission, review it carefully. 

· Reach out to students who have tasks to complete on their application

· Share the data widely in the school and community.


14.   LEARNING FROM LAST YEAR

Securing the MEID from the Maricopa Community Colleges took as long as 50 minutes.  Site coordinators stated they would have asked students to request the MEID a day or two prior to the AzCAC event. MCCD is working on this, but it is doubtful that it will be done by November.

Some of the rural community colleges’ technology does not allow students to apply for the fall semester before January of that year.  Some site coordinators asked college personnel to bring paper copies and had students complete and send them to the college.  (Mohave CC was one).  Unfortunately it caused some disappointment for students on the event day.

Be sure and review the lessons learned from last year in the resource materials.
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